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1y, & case i3 not considered complete by Headquarters until the fimml..
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Complete records on each assignment sre retained in| l
files for six months after completion and then destroyed, Unformwg;

uritten report {s submitted, The backlog of final reports now s
from 200 to 2,000 hours of clerical effort. All of the has. -
been eoq:lctcd and Headquarters has been {nformed by tele etter .

of the conclusion, Since | are unlikely to cxpnnd clcrlal

staffs or reduce the workload, the only alternative is to modify the
procedures. This could be done in a nusber of ways, such as accepting ' o4
teletype summary as the final report. ' fi
Regommepdation £36. :
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The Director of Security ask the Records Management Officer to
help simplify the system of final reports, particularly on completely
fevoreble cases. ‘
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records concept and ‘the lack of understanding of mschanism. The
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" he Director of Security ask the Records Manmagement Officer to 2/
the procedures.for logging mail and that these procedures bt R

study
clmllﬂad.

N . = .
" The Seouruy Records Division suffers from its {solation from ow

ment Staff should survey the records requirements of the Office of
Security and submit proposals for modernization. The program must in-
clude a fully integrated systeam, rapid mechanical entry, automatic purﬂlnn
criteria and cospatibility with vital documents requirements. It should-
also be designed for eventdal integration into an Agency mschine reconis
center fn the event this may materialize in the new building.
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Recommendatfon #39b.

The DD/S direct the Management Staff to conduct a survey of the
records requirements of the Office of Security and subait {ts propo-
sals for complete modernization and mechanization of the central reo-
ords function. ’
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